
Draft Scope
Procure Design 

Consultant

State Administrative Board 
Pre-Approval if estimated over 

$500,000

Region QA 

System Manager or 
designee approval

Send scope and 
associated documents 

to MDOT-CSD-
Selections mailbox

PM & System 
Manager or 

designee Select 
Design Consultant

Submit 5100E 
Selections 

Team Action 
sheet with 
comments 
only and all 
proposals 

received to 
MDOT-CSD-

Selections@m
ichigan.gov 

Selection Approval

CSD Selections Analyst 
Review

Price Proposal & 
Negotiation

System Manager or 
designee Approval

Contract 
Administrator 

Issues Contract

Contract 
Executed & 
NTP Issued

1-2 weeks 3 days 2 days
Up to 2 
weeks

Up to 2 weeks 3 days Up to 3 weeks 3 weeks

*Process timeline assumptions:
• No DBE Requirements
• No Scope Review by Contract Services Division Scope Engineer
• Use of Latest Approved Contract Services Division Contract Templates
• Process will only apply to Standard Contracts
• 

(for 100% State funded project phases greater than $250,000)

Bureau of Finance 
Director Approval

OCA Approval 
(>$250k) 

AG Approval (>$1M) 

Scope must request a written documentl with the 
following requirements:
• PM to specify duration of advertisement 

(This will be dependent on the project size, 
complexity, and teaming efforts required by 
the prime consultant)

• Understanding of project may be required if 
scope is advertised for 2 weeks

• If less than 2 week advertisement, PM may 
request discussion of single project specific 
feature 

• Qualifications of Team must be required
• Minimum advertisement = 1 week
• PM may require up to a 3 page response
• Scope must utilize one of the 100% State 

Funded generic scopes

*Scopes must identify both primary and secondary prequalification classifications requirements, as determined for each project.  The prime 
consultant must be prequalified in all primary prequalification classifications identified in the scope.  They may however, subcontract work identified 
under the primary prequalification classification(s).  The prime consultant is not required to be prequalified in the secondary prequalification 
classification(s) identified in the Scope of Work.  All work, however, must be performed by a prequalified consultant, which may be either the prime 
consultant or a subconsultant.  In all cases, the prime consultant must perform at least 40% of the services, by contract value.  

3 days

Submit to CSD 
Contract 

Administrator with 
all required forms 

and contract request 
information 

checklist signed by 
System Manager or 

designee.

Submit the following 
to MDOT-CSD-

Selections@michigan.
gov mailbox: 

• Scope signed by 
System Manager 
or designee

• Signed/dated 
Engineer’s 
Estimate

• Scope review 
checklist signed 
by System 
Manager or 
designee

EXPEDITED CONTRACTING PROCESS

CSD to create 
requisition in 

CTRACK and post 
scope to web

Scope 
advertisement 

period

Proposal responses 
sent to PM or 

designee

CSD to place on Ad 
Board as a pre-
approval item if 

greater than $500,000

• PM or designee 
to acknowledge 
receipt of 
proposals via e-
mail sent to 
sender of 
proposal

• Proposals 
received after 
the specified 
due date/time 
will be 
considered 
nonresponsive 
without 
exception

For Qualifications Based Selections Only

Q&A period

Consultants to 
submit 

questions to 
PM’s no later 

than 3business 
days prior to 

due date/time. 
PM’s to send 
response to 
MDOT-CSD-

selections@mic
higan.gov within 

24 hours of 
receipt of 
questions

The revised Tier I process (under $250,000 state or federal funding), follows the 
same process above with the following exceptions:

1. No advertisement period.  Contact three prequalified consultants via email, 
and provide Scope, and due date/time in the email.

2. One Page Submittal, maximum

3. No Ad Board approval required

System Managers

Erin Chelotti – University Region

Gail Deans – North Region

Jason Garza – Bay Region

Mark Maloney – Superior Region

Steve Minton – Metro Region

Kitty Rothwell – Southwest Region

Susan Rozema – Grand Region

Other Areas within MDOT submitting Scopes – As Determined

Hold Scope 
Verification meeting 
and prepare revised 

cost estimate
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